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® " AssET DISPOSITION

The State normally disposes of assets via a
retirement to M&R. Prior to completing the
retirement process in AASIS, M&R must be
contacted using the Surplus Disposition Form
(SDF) process. The SDF is a DF&A M&R
process and the following slides are from their
web site. Prior to completing the SDF you must
notify M&R to request a user id and password.
Any questions regarding the SDF processes must
be directed to M&R.
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SURPLUS DISPOSAL
FORM - SDF

The Surplus Disposal Form (SDF) is completed by the agency
asset management specialist to turn in excess and/or obsolete
assets to M&R for disposal. The SDF is the first step required
to delete assets from the Agency asset inventory.

The web-based form allows an agency to create a list of items to
be disposed of per Marketing and Redistribution (M&R)
instructions. Using this form, an agency may request one of the
following actions: delivery, pick-up or request for on-site sale.
Upon completion, this form automatically notifies M&R of the
agency'’s request.

Before completion of this form each agency person must have prior
authorization through M&R. The SDF web site is a user id and
password protected site. M&R will assign user id and password
upon an agency’s request. The web address for the Surplus
Disposal Form (SDF) is http://ark.org/eforms/index.php.
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2 DFA eForms - Microsoft Internet Explorer MEE

J File Edt View Favoites Took Help ‘

| “Back ~ = - @D 2] | Q5o (eFavites < BHstop | 5y S ] - (5]

3./ shp) j @G0 Hunks 2
|
A Resource for Arkansas State Government
Enter Username @
Enter Password @
Login to eForms
| Technical Support | DFA Website | AASIS Website | accessArkansas.org |
©2001, Adkansas Department of Finance and Administratien. All Rights Reserved
Enter Username and Password
provided by M&R. Click.

[ ]

& [ | Intemet

iﬂﬁlarll J [ Inbos - Microsatt Qutiook | ) Suiplus Disposal Fom - Mi | £]DFA eForms - Microso.. PO =18am
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S
| ©Bak - = - @ A | @ seaich [ElFavaites (HHistay | BN Sh
JAddrEss Ia hittp: ¢ v &tk orgdefarm/farms. php CI. k th “ y . Links **
ick on the “mouse” icon.
A Resource for Arka
DFA Forms Electronic Paper
Surplus Disposal Form - Turn-ln Request @
Admin - SDF Turn-In Request
Surplus Disposal Form - Request for
Certificate of Property Disposal @
Acrobat Reader is required to view and print PDF
documents. Click icon to download the FREE program.
| Home | Technical Support | DFA Website | AASIS Wehsite | accessArkansas.org |
@2001, Akansas Deparment of Finance and Administration. All Rights Reserved. Cl ICk on the Acrobat
Icon
to print a paper copy.
|
& [ [ Tntemet
gﬂsmd J [ Inbos - Microsaft Out. | (T KaZat - [Search] | 13 My Shared Folder | & |DFA eFoims - Mi.. ) Surplus Dispasal For...

J PO o5
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| Fle Edi View Favores Taols Help

| ek - 5 - D [3) 4F| Qeach (iFavones Bty | B O [ - =]

| e [ ] it/ munn ark,orgefams/sdtAinder.php?PHPS E 55 | Dimcalad 760607802  ackiad62 1 29aa =] @6o |J Links >’|
o '4& A Resource for Arkansas e A

Surplus Disposal Form - Contact Information

On-line Request #: 1959

This application will take you through a series of steps to submit your Surplus
Dispozal Form. Please complete the information for each step and click the Next
button to proceed. You will not he able to edit this information at a later date. If
you leave this program before going through all the steps, you will loose any data
you have entered. You may only add 500 items to each turn-in request. If you
have more than 500 items to tum in, please complete an additional tum-in
request

W indicates a required field

Turn-In Request Delivery *

Business Area

=
Agency Follow instructions to complete
—

o screen.
E—

Please enter one of the following codes.

Cost Certer . Cost Center is required,

WEBS g .
S — additional cost objects are

optional.

Cornpleted By

Phone

¥ ¥ ¥ v v

E-mail Address

Next » =l
&7 Dore [ % emet
#Start | [ inboe - Micwosolt Ot | (KaZab - Search] | (GyMy SharcdFolder [ £]DFA eFoms - Wi ) Suplus Disposal For. Q3 o5

AASIS Support Center, Patricia Orr
03/01/2004

NOTE: A separate SDF must be completed for
each cost center.
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GBack + & - () 8 4| Qseach [HFavoites (BHistoy | - S
Address |@ itk v ark. argd eformres/sdlindes php?PHPSESSID =cada457508e 78d2bd] aabad6211 29aab | @6 H Links >
urce for Ark |
Surplus Disposal Form - Contact Information
On-line Request #: 1959
Thiz application will take you through a series of steps to submit your Surplus
Disposal Form. Please complete the information for each step and click the Next
button to proceed. You will not be able to edit this information at a later date. If
you leave this program before going through all the steps, you will loose any data
you have entered. You may only add 500 iterms to each turn-in request. If you
hawe maore than 500 items to turn in, please complete an additional tum-in
reguest
B indicates a required field
Tuin Roguest el When information
Business Area » 0670 IS
Agency » |OFA t d I k
Completed By ¥ |Phillip Cale e e e C C "
Phone B 501 682 -[1212 /
E-mail Address ¥ |phillip.cole@dia.state.arus
Flease enter one of the following codes
Cast Center » (383210
WBS b
Internal Order
Next » =l
|&] Done [ [ g ntemet
Start] | [ Inbos - Microsoft Out. | (KaZat - [Search] | [5) My Shared Fokder || £]DFA eForms - ... 8] Suphis Disposal For..
AASIS Support Center, Patricia Orr
03/01/2004
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rosoft Internet Explorer
Edit

w  Favoites  Tools  Help

- [5]x]

| wBack - = - (@ 2] A QGeach [GFavoites (AHistony | BN Sl - 5

|| Address [@] -/ .k, crg/etoms sdtfinders php

=] @6 || Liks »

ARKANSAS DEPARTN

ADMINISTATION

A Resource for Arkansas 3

eForms Follow instructions to complete

nment

screen.
Surplus Disposal Form - Add ltems
On-line Request #: 1959

Please enter the following information then click ADD for each item. If an item has
an asset number, property number or serial number you may only enter a guantity
of one. After you have entered all the items you wish, please click NEXT. You may
only add 500 items to each turn-in request. If you have more than 500 items to
turn in, please complete an additional turn-in request.

o After completion click Add and continue to
Property# | add assets in the same cost center.

Serial #

Description b
Ad

4 Back Next »

| Home | Technical Support | DFA Website | AASIS Website | accessArkansas.org |

|1 Done

|

hjstan] || & inbos - Microsoit Dut | (JKaZat - [Search | [0yMy Shared Folder | [7DFA eFarms - Mi... B)5uplus Disposal For.

[ [ intemet

AASIS Support Center, Patricia Orr
03/01/2004
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DFA eForms
| File Edt View Favoites Took Help

icrosoft Internet E xplorer
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- [8]x]

| wBack - % - D | @ySearch G Favortes  {fHistory | B+ S

| #ctdhess [&] hupstumn.at org efoms/sdiinder. php

=] @60 ||Liks >>‘

ARKANSAS DEPART ADMINISTATION

-eForms

A Resource for Arkansa;

Government

Surplus Disposal Form - Add tems

Ondine Request #: 1959

Please enter the following information then click ADD for each item. If an item has
an asset number, property number or seral number you may only enter a gquantity
of one. After you have entered all the items you wish, please click NEXT. ¥ou may
only add 500 iterns to each turn-in request. If you have more than 500 items to
turn in, please complete an additional turn-in regquest.

Gluantity bl—
Ascet # l—
Property # l—
Serial # l—
Description bl—

Add

Entries will be posted at the bottom of
the screen until all assets are added.
After ALL entries have been made
click.

Quantity Asset# Property# Serial# Description
1 200023654 | MS5642 Fax, Sharp | Edit | Delete

4 Back

Next »

|&] Done
start||| [ inbos - Microsott Dut. | [ kaZar - Seach] | (3 MySharedFolder  |[Z7DFA eForms - Mi... | #]5umplus Dispasal For

AASIS Support Center, Patricia Orr
03/01/2004

|
[ | Intemet
@ sozam
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G Back - = - (D ¢} | @ Seach (& Favoites (AHistow | B+ S ]
Addicss [] hitp: /v ark_ org/eforms#sdbfindss pho =l &5 H Links >

AMSAS DEPARTMENT E & ADMINISTATION =]

eForms

A Resource for Arkansas Government

Surplus Disposal Form - Verify Information
On-line Request #: 1959

Please verify the following information. Click MEXT to submit the Form

Entries with quantities greater than one have been divided into separate line items

Verify that all entries made are
Tumdn Request D correct. Click to continue.

Business Area 0&10

Agency DFA

Completed By Phillip Cole

Phone a01 - 632 - 1212

E-mail Address phillip. cole@dfa. state.ar.us
Cost Center 383210

Item # Quantity Asset# Property# Serial # Description
1 1 200023654 | MS5642 Fax, Sharp

4 Back Next »

Homa | To : ahsito | an absita asch : I |
[&] Done [ [ [ intemet
i start||| K inbos - Mismsoit Dutiook | [T KaZa - [5earch] | (3 My Shared Folder |[£10FA cForms - Micros... | B Surplus Disposal Form - Mi| [ @R el s124M
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J File Edit “iew Favortes Tools  Help |ﬁ
| mBack + = - (D[] 43| QGeach [CiFavortes (AHisony | BY- b W -
| Adehess [&] hitp:wwn.ark.orgeetoms/sdtindex. php =l P6a H Links >

ARKANSAS DEPARTMENT OF FINANCE & ADMINISTATION =
A Resource for Arkansas State Government

Surplus Disposal Form - Form Submitted!
Online Request #: 1959 ]
Your Surplus Disposal Form has been submitted. You will receive a email shortly The SDF has been Submltted
with the information you submitted. You will be notified via email when your
request is approved. tO M&R.
Your on-line request # is 1959.
If you have any guestions, please contact Marketing & Redistribution at (501)565-
8645,

Exit

| Home | Technical Support | DFA Website | AASIS Website | accessArkansas.org |
©2001, Akansas Depatment of Finance and . All Rights Reserved.
=
|&7 Dore [ @ Intemet
ghstar||| [ inbox - Micosoit Du_| [FJKaZat - [Search] | Gy MyShaedFolder  |[&]DFA eForms - M. B8] Surplus Disposal Fo J PO s12aM
AASIS Support Center, Patricia Orr
03/01/2004
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™ SDF Request #1959 Submitted - Message [Plain Text) mEE
Edit  Miew Inset Fomat Tools  Actions  Help Type a question for help |
€0 Reply | R Reply ol G Foward S K w3,

Attachments:

2 copy of the SDF Request form you just submitted is attached.

An ASC Training Guide
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DFA eForms [eforms@ark.org]

Sent: Thu 6/6/2002 9:14 AM
phillp.cole@dfa, state. ar.us

SDF Request #1959 Submitked

150F Request_1953.himl (7 KE)

iR will contact your agency with the date and time of the =]
delivery or pick-up or if the on-site sale will be approved via email.
form via e-mail.

tmee approved by MR, you will receive the completed
If you have any questions, please contact HER at (501) 565-5645

M&R and the submitting agency will receive the same email.

=
Start|| | [ inbos - Micmsott Dut. | [} KeZat - [Search] | (5yMy Shared Folder | &71DF& oFoms - Miores. | B Surplus Disposa For .| [4 SDF Request #1... |4 @@ 9184m
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3 Submitted SDF_Request_1359 - Microsoft Intemet Explorer

J File Edit ‘“iew Favorites Toolr  Help
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| =t - 9 - @ 2] | QiSeach [ Favortes (HHistow | Zy- S W] - 5

J Address I@ C:\Documents and Settings\pecoletLocal Settingsy Temporary Intemet Files\OLK264SDF_Request_1353.html

ﬂ @ Go “L\nks &)

[ |
Surplus Disposal Form (SDF)
Turn-In Request
Oreline Request # 1958
TurreIn Reguest D Date 06062002
Business Area as10 Cost Object Cost Center 383210
Agency Name DFA WBS
Internal Order
|Sla|us ‘I(em# |Quan|ily ‘Asse(# ‘Fmperty# Serial # Description Sloc ‘Frice M.G.
[ 1 [1 200023654 |MSEB42 Fax, Sharp \
Completed by: |Phillip Caole Delivered By:
Phone Number: |501-682-1212 Received By:
E-mail Address: |phillip.cole@dfa. state.ar.us Received Date
The SDF that has been submitted to M&R will be attached.
NOTE: M&R will contact the submitting agency with a date and
time
for pickup or delivery.
[ -]

@ Done
#R Start

[ [ intemet

AASIS Support Center, Patricia Orr
03/01/2004

| ol inbes - Wicsoscit..| K aZad - [Search] | (3 My Shared Folder | £7DFA eForms - Mi..| B Surplus Disposal..| £ SDF Request #.. |[ & Submitted S ..

[P g2 am
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=5 SDF Request #1959 Submitted - Message [Plain Text] 5] x]
File  Edit View |Inset Fomat Tools  Actions  Help Type & question for help |3

CoRepl {9 Replyto Al 48 Forward | & v Dy X A [,
From:  DFA eForms [eforms@ark.org]| Sent: Thu 662002 9:36 AM
To: phillp. cole@dFa.state. ar.us

o
Subject:  SDF Request #1959 Submitted

Attachments:  &]30F_Request_1953.html (7 KE)

The completed SDF Request #1559 is attached. Please review the completed form and contact MeR immediately if you feel
there is an error.

If you have any questions, please contact MER at [501) 565-85645.

The SDF will be completed by M&R when the assets
have

been received. The SDF will then be submitted to AASIS
to have the items entered into M&R’s inventory.

Upon receipt of the SDF, AASIS will send an email to the
submitting agency with the completed SDF attached.

E
iﬂStall”J Inbux—M\crosuflUul.l [ Kazat - [Search] | 3] My Shared Folder | B Surplus Disposal Fur..l b4 5DF Request #1 PO M
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soft Internet Explorer
1 ew Favoites  Tool el |
Jt-s ofe o ) @.m\@s aich [ Favortes < 4Histow | B S | - 1=
| Address [&] C:\Documents and SetingstpecoletLocal Settings\T emporaiy Intemet Files\DLK26\S 0F_Request 19691 himl =] o |JLmks =
B
Surplus Disposal Form (SDF)
Turn-In Request
On-line Request # 1959
Turn-In Reguest D Date 06/06/2002
Business Area 0610 Cost Object Cost Center 383210
Agency Mame DFA WBS
Internal Qrder
|S(a(us |I|em# ‘Quan(ily |A$e(# |Pruperly# Serial # Description Sloc |Price M.G.
[Rec |1 1 200023884 [MsEE42 Fax, Sharp 1010 [$15.00 51500
Completed by: |Fhillip Cole Delivered By: peole
Phone Number: |501-662-1212 Received By: flerming
E-mail Address: |phillip.cole@dfa. state.ar.us Received Date 0B/06/2002
[- |
& Dore |1 | intemet
g Stant| | [Einbos - Miosoft ut | (] KaZa - [Search] | Gy iy Shered Fokder | 8] Suplus Disposal For | 540 50F Reauest #1959, | [ £] Completed SOF_.. | @@ 34241
AASIS Support Center, Patricia Orr
03/01/2004

Upon receipt of the completed SDF, the Agency
Asset Management Specialist completes
Transaction ABAVN — Asset Retirement by
Scrapping to delete the asset from the agency’s
asset inventory. Transaction AS02 — Change Asset
Master Record must also be completed to change
the status of the asset to Transferred to M&R.

NOTE: Itis recommended that an electronic or
hard copy of the SDF form be maintained by the
Agency Asset Management Specialist for audit
purposes.

AM101, 03-01-04
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ASSET RETIREMENT by SCRAPPING
ABAVN

This transaction is used to retire an asset that is no
longer useable; damaged/scrapped, missing/stolen
and/or sold. Use of this transaction will remove
asset(s) from the Agency asset inventory. One or
multiple assets may be retired using this
transaction.

This transaction is also used to reduce the value of
an asset.

Upon completion of this transaction, the Status in
the asset master record is changed to indicate the
retirement, using transaction AS02.

AASIS Support Center, Patricia Orr
03/01/2004
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stolen assets.

AASIS Support Center, Patricia Orr
03/01/2004
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'ASSET RETIREMENT BY SCRAPPING

ABAVN cont.

NOTE: Missing or stolen assets are retired
at DFA/Office of Accounting by the State Asset
Management Specialist. The Agency Asset
Management Specialist changes the Status in
the asset master record (AS02) and forwards the
proper forms to the State Asset Management
Specialist to process the retirement of lost or

All other retirements are performed by the
Agency Asset Management Specialist.

3-17
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SAP Easy Access
GE | 3| e 2 va

P [ Favarites
=2 {3 SAP menu
b [ ofice
B [ Cross-Application Gomponents
B [ Logistics
I [ Accounting
b (3 Human Resources
B 3 Information Systems
B [ Toals

AASIS Support Center, Patricia Orr
03/01/2004

Type transaction code, enter

or green check.

AM101, 03-01-04
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Vi ‘< @@ CHE ODOHO BE @
Enter Asset Transaction: Asset Retirement by Scrapping

|6%9 Line items ||ﬂ Change company code |ﬁ Multiple assets |

If you receive this pop-
up Enter Company Code
ARK and green check or

enter.

AASIS Support Center, Patricia Orr
03/01/2004
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Enter Asset Transaction: Asset Retirement by Scrapping

|6%p Line items ||ﬂ Change company code | Multiple assets |

200000007 €T

b

- Additional details | i ireTTTe

Transaction data

e retired.

Document Date 02/18/2004
Posting Date O2/18/2004
Assetval. date B2i18/2004
Text SOF#

date (date of retirement) and SDF
number in the Text field.
Enter.

AASIS Support Center, Patricia Orr
03/01/2004

Enter the Asset number to

Enter the document date, Asset val.

[> 1510 || sapetr

3-20
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Enter Asset Transaction: Asset by Scrapping
|6%p Line items ||ﬂ Change company code | Multiple assets |

CompanyCode  ARK
200000807 [o) @ |

Transaction data

Document Date
Posting Date O2/18/2004
Assetval. date

Text

Transaction is posted.

AM101 - Asset Management 101

Gl 0000 niHeR_ . R 00000R QM
Save

(@ Assettransaction posted with document no. ARK 0009000003

AASIS Support Center, Patricia Orr
03/01/2004

510 %2 sapetr
3-21
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Enter Asset Transaction: Asset Retirement by Scrapping

|6%9 Line items ||ﬂ Change company code | Multiple aggets

If processing more than
one asset retirement,
select.

Dacument Date

Posting Date O2/18/2004
Assetval date

Text

510 b2 sapelr

AASIS Support Center, Patricia Orr
03/01/2004

An ASC Training Guide AM101 - Asset Management 101
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Data Edit Gr

2 4 @eorTrer 3 Save |49 HE @@

Enter Asset Transaction: Asset Relin ping

[F®% & Lineitems &% Change companycode | [H B

Ttansaction data | Additional details | Partial retirement | 42 Note |
I

Document Date n2/18/2004 1 Enter the Document
Posting Date O2/18/2004
Assetval date B2/18/2004 da_te., Asset val. qate
Text SDF# (this is date of retirement)
Aesel 0 & sumuberst gnd SDF form number

in Text. field.

Listof assets |

Asset Shlo. |Asset description

200000008 Computer, Dell

B SEE, e 2. Enter asset numbers to be
200000010 Computer, Dell

Aia00011 (@) Computer, Del retired. Hit enter.

- oo
EEEEEEFRE BEEE PR
| [ | 510 b=l sapetr [ovR 7

3-23
AASIS Support Center, Patricia Orr
03/01/2004

REMEMBER: It is recommended that the SDF
number be entered in the Text field. Therefore,
if you are retiring multiple assets they must all be
listed on the SDF.

AM101, 03-01-04 3-23
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Transaction Edit Goto  Esxtras  Enwironment  Systern  Help
@ Al @@ EHE DD O0 HE @M
A
Enter Asset Transaction: Asset Rgtirement by Scrapping
[F#% & Lineitems &% Change company code Multiple assets || (& | B
Company Code  ARK sateofarkans Click to exit transaction. %'
Asset pooooaons [ Conput .
Trangaction data | Additional details | Partial refirement | 42 Note |
Daocument Date
Posting Date O2/18/2004
Assetval date
Text
Transaction is posted.
/ ]
@ Assettransaction posted with document no. ARK 0009000004 [ | a10 sapetr OVR o
3-24
AASIS Support Center, Patricia Orr
03/01/2004

REMEMBER: Upon completion of the
retirement transaction you must change the
Status of the retired asset(s) in the asset master
record using transaction AS02.

AM101, 03-01-04 3-24
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ABAVN

value of an asset.

AASIS Support Center, Patricia Orr
03/01/2004

AM101 - Asset Management 101

ASSET RETIREMENT by SCRAPPING

This transaction is also used to reduce the

3-25

AM101, 03-01-04
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SAP Easy Access

BE % EB 2| v

b [0 Favarites
= {23 SAP menu

b [0 office

B [ Cross-Application Cormponents
b 3 Lopistics

[ 1 Accounting

[ 1 Human Resources

B [ Information Systems

b [ Toals
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Transaction Edit Goto  Esxtras  Enwironment S
BB C@ee CHE Do0 BR @m
Enter Asset Transaction: Asset Retirement by Scrapping

[F#% & Lineitems &% Change company code Multiple assets | (& | B

Company Code LRK State of Arkansas Enter the asset number that yOU
Asset 200000012 gt B L \WaNT tO reduce the Va|ue Of.

| K[|

Transaction data k Additional details k Partial retirement kWNote |

Document Date 02/18/2004
Posting Date O2/18/2004
Assetval date 02i18/20043)
Text

Enter the document date and the
Asset val. date. Select the Partial
retirement tab.

[<]
-]
7.

| [ [s10 P sapetr ovR

3-27
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Transaction Edit Goto  Extras  Enwironment

Systermn  Help

8 4 He=a

Enter Asset Transaction: Asset Re

0% R o N 7 L

AM101 - Asset Management 101

Save

Scrapping

[F#% & Lineitems &% Change company code Multiple assets | (& | B

03/01/2004

AASIS Support Center, Patricia Orr

Company Code LRK State of Arkansas ;
Asset 2000060012 o Computer, Dell —
Transaction data | Additional details ~ Partial retirement | Y% Note |
Amount posted 30060
zﬁxwme Enter the dollar amount that you want
the posted value reduced by. For
Related to example, the posted value is
I.__-_-'P”;r:";jj:”a':q ! $3,000.00. The correct value should
' be $2,700.00. Enter $300.00 in the
Amount posted field.
4]
[]
| I | 510 P2l saperr | OVR
3-28

NOTE: Select “prior-yr acquis” or

acq” as appropriate.

AM101, 03-01-04

“from cur yr
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Company Code AR
pooonent2  [@) o

Transaction data

Dacument Date
Posting Date B2/18/2004
Assetval date

Text

AM101 - Asset Management 101

g  aiBI0ee CHE SNON BRI
Enter Asset Transaction: Asset Retirement by Scrapping

|6%§ Line items ||g‘g Change company code | Multiple assets |

The transaction is posted.

@ Assettransaction posted with document no. ARK 0005000005

AASIS Support Center, Patricia Orr
03/01/2004

510 b4 sanelr
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